
Making Them Work for You  

Meetings… 



Determine if a meeting is necessary  

Learn the types of meetings 

Learn to plan effective meetings 

Objectives 
This training session will help you… 

Learn effective facilitation skills 



Information-giving 

Types… 



Information-getting 

Types… 



Problem solving 

Types… 



Attitude creating 

Types… 



Training 

Types… 



Planning… 

Is this meeting 

necessary? 

Ask yourself 



Planning… 
Develop objectives 



Planning… 
Choose participants 



Planning… 
Prepare agenda 



Planning… 
Notify participants 



Planning… 
Plan Room and accommodations 



Planning… 
Prepare materials 



Planning… 
Conduct the meeting 



Control… 
How to lead 



Control… 
Convinced a meeting is necessary? 



Control… 
Objectives are clear 



Control… 
Navigate distractions 



Control… 
Time management 



Control… 
Resolve conflict 



Control… 
Outcome are measurable 



Control… 
List actions 



Losing control… 
What happens, and why? 



Losing control… 
Meeting gets off topic 



Losing control… 
Side conversations going on 



Losing control… 
Distractions 



Losing control… 
Arguments among participants 



Losing control… 
Someone dominates the conversation 



Participation 
What is your role? 


